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L. [ENSRAL

YEAYEL ADVANCES

a. An indiviiusl sutboriued %o iravel op officiel business moy e ar wed
% travel advance ia accordanae with varagwaph 2T, 12 & un
aztimated to cover par diem, nu1snsportation, and other officia.ly meceasa’y
sypenpes wvhile en route.

b. Reagquesis For zd--apces »her cort of travel is estimated st less tisn
k25 will not be approved for :ijspursesent.

c. The procedure citlined ip pacagresh 2 balow, will hereeftes @ fol.o fed
to effect the collection ¢f outstand ng travel adiances srde s heacjumriszrs,

2. PROCBODUREB

a. Accounting Made

Wn an sceounting for travel does rot fully liquidate the sdvance
given for such timv: ) and rspiymsnt of the outstandipg balance does not
sccompeny the voucher, the follewing metion will be taken:

(L)
L

IT uhe unl.quidatei telance is8 not in excess of $0. Us sum
dug will be deductead from accrued sslery payable vy hesdquarters
witheat prior noite $c the employse. BHowever, the g .Jyee
wili e ‘mormed ty & payroll change notice tHat the deduction
has taen wede. rbould the employee be overseas, th~ pwwoll
chargs not ce wiil ve forwanrdied by poueh.

If the unliquidated balance is in excess of $20, the sum due
will ce deducted from sccrvwed salary; oaly, however, after
advance notlde hes been given to the employee thét such wtion
vill ve taken if liquidation has not been eff-cted bafkre a
specilied date, kpd such date has arrived wizhout liquidwtion
having beer effeitsd. Shaoule the employes be overseas, this
hate will be set sufficiently far in advance, considewing
pormel pouch time Detveen hesdquarters and the employee’ = post
of duty, tc alliv naties o7 eny such liguidation to B recei-ad
8t headquarters.

b. Accounting Not Made

In any case vheres the siccun' irg for Ar adv¥ance hns sot Tear
received ty the Fingnee oy Moos. LDivieton prior to the dus date ~Lown
on the request for the sdvhice, the proeadure outlined in parsgrsph
a{l) or () ebove, vill be =soplied.
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3. PROMPT REPUL NG O UNUSLT PORTION OF TRAVNL ADYANCE

Hothing in this Fotice is %o be conatrued &8 ITémMoving the wnww:
obligetion, ws cited 3. Stanlerdized Govarrassit Tﬁﬂu Reguistions a8 well
w6 Ageney Reguistions, to relvad any unused portion 27 o travel sdvancs
At the time the irewel voucher is submitied,
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